TN Department of

General Services

State of Tennessee
Supplier Onboarding Guide
Reviewing Solicitations and Submitting Bids
In Edison

Registered Suppliers with the State of Tennessee may participate in an Invitation to Bid (ITB) if
it is either public, or they have been invited to participate. This guide will provide a step-by-step
process for reviewing solicitations and submitting a bid in the Edison system.

**Helpful Hints** >

e Internet Explorer and FireFox are recommended web browsers. Users may experience
issues if using Google Chrome.

e Users will want to save their work frequently to avoid losing information entered in the
Edison system. Saving your work every 20 minutes is recommended to avoid the system
timing out.

1. The Supplier must first sign in to the Supplier Portal Page by clicking on the Supplier Portal Home
Page link.

lﬂEmponee Portal Login

Supplier Portal Home Page

Edison Service Desk

1-866-376-0104 or
615-741-HELP(4357)
Hours of Operation:
7:00 am. to 4:30 p.m. CST |
Monday through Friday(except holidays) | |
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2. Click on the Sign in link in the middle section of the screen.

TN Tennessee
— State Government

Announcement: Update Supplier Commodity Codes

Instructions to Update Supplier Commadity codes

Supplier Commodity Codes Spread Sheet

Please do not use Googée Chrame when using the Edison Supplier Portal. Under
this browser, you will see issues with how pages are displayed and uploading
documents. Please use either Mozilla Firefox or Internet Explorer. We apologize
for this inconvenience.

Welcome to the Edison Supplier Portal.

This is the central access point for our suppliers and business pariners to view
‘valuable information related to conducting business with us. In addition, active
suppliers and business pariners may also log in fo our secure system from this
portal to access current fransaction information for their accounts

Do you have an existing Edison Access ID?

Click ou login to the Edison Supplier Portal.

Events  Personalize | Find | 2 | B First ‘4’ 1-140f14 '}’ Last
Event Name

TWRA Dive Boat

TDOT RWD Laser ScanStation

Substitute Teachers- ASD Locations

SWC 172 Facility Fire, Security, Life Safety Re-ad

Routers - Sierra Wireless AirLink MG90

Presort Mail Services - DGS Postal

Looking fo do business with the State of Tennessee?
To do business with the State of Tennessee, you MUST:

1. Redqister as a Supplier
= Instructions to Reaister
2. Ensure that a completed IRS-W9 Form is attached to your registration.
3. (optional) Fill out a Direct Deposit Authorization Form to have payments
conveniently deposited into your bank account automatically.

If you have a Supplier ID and need new or additional Edison Access IDs, click
Create New User Accounts Your Tax lion Number is required.

For international bidders, please contact Supplier Maintenance at 615-741-9745 or

email Supplier. Maintenance@in.qgov.

Statewide Conlract Information Links:

Contact Us:
For assistance with supplier information, please|

‘Supplier Maintenance at 615-741-9745 or

email Supplier.Maintenance@tn.gov.

For payment inquiries, please contact

Accounts Payable at 615-532-5150 or
email E_A.Accounts@in.gov.

For Password and User ID Assistance, please

Edison Help Desk at 615-741-HELP

For assistance with bidding procedures and con

codes, please contact Bidder Services at 615-7
or email Bidder. Registration@in.gov.

3. Follow the prompts on the next two screens to complete the sign in process.

Enter your Access ID.

Sign In:

Access [D: |

Whare do I enter my password?

Confinue

Sign In:

Please enter your password

L swift Walks
(\X

Why do you have a secunty image?
Not your image and phrasa?
Forgot your password?

vi
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4. On the right side of the screen select the event you are interested in bidding on.

ate Love c o o Supp 0 ate of Te
O e ——— — — = = == = - - “Mon, Jun 4,20
State of Tennessee Welcome
Announcement: Update Supplier Commodity Codes Events  Personaize | Find | 2 | [ First 4 m”
to the Edison Supplier Portal.

Event Name
D ppl ity . s .
istrticiions 1o b Styilior ContotiV Codes This is the cenfral access point for our suppliers and business

Supplier Commodity Codes Spread Sheet partners to view valuable related to i Teachers- ASD Locations
business with us. In addition, active suppliers and business
pariners may also log in to our secure syslem_ from this portal toj SWC 172 Facility Fire, Security, Life Safety Re-ad
Please do not use Google Chrome when using the Edison Supplier Portal. Under access current transaction information for their accounts
this browser, you will see issues with how pages are displayed and uploading Rhapsody Software
documents. Please use either Mozilla Firefox or Internet Explorer. We apologize
for this inconvenience.

owncloud - Finance & Admin
Statewide Contract Information Links:

OnBase CS Support Renewal
= Click here to accept the acceptable use policy to view the Statewide Contracy

and Bid Evaluations

Contact Us: Fire Truck

For assistance with supplier information, please contact Bambi Baskets for Forestry
- Statewide Contract Line Details (Excel Download]

Supplier Maintenance at 615-741-9745 or Fall Creek Falls - Trash Pickup
2 = Procurement Agency Links:
email Supplier.Maintenance@tn.gov.
- Central Procurement Office T RWD Laser ScanStation

**Note: After clicking on the event, the page will display information on the bid, like the description,

Specifications, and Terms and Conditions.

5. If you wish to accept the invitation to participate in this event, click the Accept Invitation button.
You will not be required to submit a bid at this time; rather you will be communicating your
intention to the Solicitation Coordinator.

Main Menu

TN Tennessee
— State Government

Event Details Welcome, State of Tennessee
User: TN@00000000JS

i i ionc Bidding Shortcuts: View Event Activity
Accept Invitation

Decline Invitation

Review/Bid on Event

Event Name Archaeological Survey - Catoosa - Military
EventlD 34101-0000010588
Event Format/Type Sell Event RFx
Event Round 1
Event Version 1
Event Start Date 06/14/2018 11:20AM CDT
Event End Date: 06/29/2018 02:00 PM CDT

Event Descrintion:

**Note: If you are ready to bid on the event, then you may select the 'Bid on Event' option. When you
select this choice you will also be accepting the event invitation. Alternatively, if you do not wish
to participate in the event, you may select the 'Decline Invitation'
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6. If you are ready to bid on the event, click the Review/Bid on Event button. When you select this
choice you will also be accepting the event invitation.

Event Details Welcome, State of Tennessee
User: TN@@ 0000000045

Information On Inguiry Options Bidding Shortcuts: View Event Activity
Decline Invitation

Review/Bid on Event

Event Name SWC 172 Facility Fire, Security, Life Safety Re-ad
Event ID 32110-0000010544
Event Format/Type Sell Event RFx
Event Round 1
Event Version 1

Event Start Date 06/01/2018 11:55AM CDT
Event End Date: 08/19/2015 02:00 PM CDT

Event Description:
PRE-BID COMFERENCE NOTIFICATION

READ THE ENTIRE Request for Information {(RFI), including the Event Details, Specifications, and Terms and Conditions and any other
attachments.

7. Inthe bottom right corner, click the Event Comments and Attachments button. This will allow you
to view comments and attachments associated with the event such as the Terms and Conditions,
Specifications, etc.

Welcome, State of Tennessee

Event Details User: TN@ODD00000JS
Submit Bid Save for Later Validate Entries
Event Name SWC 172 Facility Fire, Security, Life Safety Re-ad Bidding Instructions
EventID 32110-0000010544 Bid ID New
Event Format/Type Sell Event RFx Bid Date
Event Round 1 Bid Currency USD | g pojar

Event Version 1

Event Start Date 06/01/2018 11:55AM CDT
Event End Date 06/19/2018 02:00 PM COT

Event Comments and Attachments

Hide Additional Event Info
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**Note: The following screen will appear and you will be able to view each document attached. Suppliers

are encouraged to read the entire document including all attachments, as some attachments

may require a response from the supplier. Click the “OK” button to return to the event

details/bid page.

Event Comments and Attachments

FLELTICU T e FULLTIICT I S0 TPUOnT vicw

Supplier_Helpful_Information zip Supplier Helpful Information

rl Specifications_-_Stafil_Shirts pdf Specifications View
Terms_and_Conditions. pdf Terms and Conditions View
TWRA_Staff_Shirts. pdf Event Details View

| | TWRA_Staff_Shirts. pdf Event Details View

| 1 Add New Attachments (7 Personalize | (E1 First 4

o Attached File Attachment Description Upload View

-0 Upload View Add New Attachments |Delete

“Comments
Add New Comments (2

120

Pew Wil

8. Scroll down the event details page to find and answer the Event Questions/Bid Factors (These

include drop down and fill in the blank formats).

**Note: Required questions are indicated by a red star.

Step 1: Answer General Event Questions
The event administrator requests your response to questions not specific to any specific item.

General Event Questions 20
Required Questions 19

Questions Responsed To 20

Hide Event Questions

e
( Event Questions \

eBid Required * Ideal Response Required

General Questions Previous Questions 1-20 off20 Next Questions

¥ How many days after receipt of purchase order will it take you to deliver this item?
Response |5 Add Comments or Attachments
Best 0

Worst 0

\ J
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9. To add attachments or comments, click the Add Comments or Attachments link next to each
individual question. Not all questions require use of the Add Comments or Attachments link.

Step 1: Answer General Event Questions
The event administrator requests your response to questions not specific to any specific item.

General Event Questions 20
Required Questions 19

Questions Responsed To 20

Hide Event Questions
Event Questions

¥ Bid Required ;¥ Ideal Response Required
General Questions Previous Questions 1-20 of 20 Next Questions

¥ How many days after receipt of purchase order will it take you to deliver this item?

Response |5 Add Comments or Attachments
Best 0

Worst 0

10. Click the Upload button, then the Browse button next to each individual question.

Question Comments and Attachments
Business Unit 32110 Event ID 0000010544

Please enter the number of days that your bid offer will expire frem the bid opening date:
Attachments
Add New Attachments Personalize | 1 First ‘4 1 0f1
Attached File Attachment Description View
View Add New Attachments Delete

il Comments

Add New Comments

L)
b1
E
OK Cancel
Personalizs
Adtachment Descrindio oo Wi
Browse...

Upload Cancel

—
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11. Once any necessary attachments or comments have been added, enter your bid response for each
line item. Scroll down to ensure all line items have been completed.

Step 2: Enter Line Bid Responses
This event contains one or more individual lines that await your bid response. Some or all lines may require your bid in order for consideration by the Event
Administrator.
Lines in This Event 12
Lines That Require a Response 12
Lines Responded To 0
Your Total Line Pricing 0.0000 USD
Hide Line Detail
+r Bid Required Line Comments/Files
Lines Personalize | (Ed] First '’ Previous Lines 1-12 of 12 Next Lines
" - _ Requested Your Bid Your Unit Bid Your Total Bid
Line Item ID Description Unit Quantity Quantity Price Price
MG30 VEHICLE ROUTER
WITH 2 LTE-A AND DUAL :
1 * WIFI AC 3X3 MIMO AND 5 EA 200.0000 0.0000 USD Bid Q
GB ETHERNET PORTS
MG30 VEHICLE ROUTER
WITH 2 LTE-A-PRO (CAT.
12) INCLUDING BAND 14 .
2 w* AND DUAL WIFI AC 3X3 EA 10000000 0.0000 USD Bid Q
MIMC AND 5 GB
ETHERNET FORTS

**Note: If you want to add a comment regarding your bid, click the Line Comments/Files icon to bring up
the following screen.

Save for Later Start Page Validate Eniries

Line 1of 12 GoTo Line| '] Previous Line Mext Ling

Line Details (7

Line 1 ftem 1D

MG90 VEHICLE ROUTER WITH 2 LTE-A AND DUAL WIFI AC 3X3 [ Response Required Yes
MIMO AND 5 GB ETHERNET PORTS

Category NETWORK ROUTERS
View/Add Question Comments and Attachments
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**Note: For Dummy lines, you may be required to enter a value under the “Your Unit Bid Price” header
in order to submit your bid. If there is an evaluation model spreadsheet attached to the bid
event, pricing must be entered on the spreadsheet and uploaded. Along with uploading the
evaluation model spreadsheet, enter 0.01 as the value under the “Your Unit Bid Price” header
as this field may require an entry in order to submit your bid.

Step 2: Enter Line Bid Responses
This event contains one or more individual lines that await your bid response. Some or all lines may reguire your bid in order for consideration by the Event
Administrator.
Lines in This Event 1
Lines Responded To 1
Your Total Line Pricing 0.0100 USD

Hide Line Detail
¢ Bid Required Line Comments/Files
Lines Personalize | = First ‘4’ Previous Lines 1 of 1 Next Lines
- - P Requested Your Bid Your Unit Bid A Your Total Bid
Line Item ID Description Unit Quantity Quantity Price No Bid Price
Dummy Line. Please
complete and upload the
1 SWC 172 Evaluation Model EA 1.0000 1.0000 0.010000 O 0.0100 USD Bid 2
spreadsheet to provide

pricing.

At any point in the bid response process you may save an in-progress bid and resume completion at later fime. When your bid response is complete, submit for consideration.

Submit Bid Save for Later

Validate Entries

12. Click the View/Add Question Comments and Attachments button under the line item box to enter

any special information pertaining to the bid or attach any additional information pertaining to your
bid amount.

Save for Later Start Page Validate Eniries

Line 1of 12 Go To Line|
Line Details (7

o}
o
=]
=
w

5
3

Line MNext Line

Line 1 Itemn 1D

MG90 VEHICLE ROUTER WITH 2 LTE-A AND DUAL WIFI AC 3X3

Response Required Yes
MIMO AND 5 GB ETHERMET PORTS

Category NETWORK ROUTERS

[ View/Add Question Comments and Attachmems]
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13. Click the Validate Entries button under the line item box to confirm that everything required on the

bid has been entered.

Event Details

Event Start Date
Event End Date 06/19/2018 02:00 PM CDT

Welcome, State of Tennessee
User: TH@00000000J5

Submit Bid Save for Later Validate Entries
Event Name SWC 172 Facility Fire, Security, Life Safety Re-ad Bidding Instructions
Event ID 32110-0000010544 Bid ID MNew
Event Format/Type Sell Event RFx Bid Date
Event Round 1 Bid Currency USD | g pollar

Event Version 1

06/01/2018 11:55AM CDT

Event Comments and Attachments

Hide Additional Event Info

**Note: If you receive an error message, scroll to the top of the page to identify errors and any missing
information that will be highlighted in red.

Line Details

| Response required.
| Response required.
| Response required.
| Response required.
| Response required.
| Response required.
| Response required.
| Response required.
| Response required.
| Response required.
| Response required.

Save for Later

You must enter a response for General Question 1 - | (we) agree to strictly abide b ...
You must enter a response for General Question 2 - Please enter the number of days ...
You must enter a response for General Question 3 - What is the Brand/Model you are ...
You must enter a response for General Question 5 - How many days will it take to de ...
You must enter a response for General Question 6 - List the Return Goods Policy:

You must enter a response for General Question 7 - Service Experience, Time in Busi ...
You must enter a response for General Question 8 - Technical Assistance Enter the ...
You must enter a response for General Question 9 - Please list the following inform ...
You must enter a response for General Question 10 - The bidder shall indicate their ...
You must enter a response for General Question 11 - Please complete the attached for ...
You must enter a response for General Question 12 - Iran Divestment Act. By submiss ...

Start Page Validate Eniries
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14. To submit your bid, click the Submit button. If you are not ready to submit your bid click the Save
for Later button. If submitting your bid, please skip to #17.

Step 2: Enter Line Bid Responses

This event contains one or more individual lines that await your bid response. Some or all lines may require your bid in order for consideration by the Event
Administrator.
Lines in This Event 1

Lines Responded To 1
Your Total Line Pricing 0.0100 USD

Hide Line Detail
+r Bid Required Line Comments/Files
Lines Personalize | (2 First ‘4’ Previous Lines 1 of 1 Next Lines
Line ttem ID Description Unit E‘z‘;‘;‘l‘:;;’"" Eﬁ:;a: yourUnitBid  yogig  Your Total Bid
Dummy Line. Flease
complete and upload the
1 SWC 172 Evaluation Model EA 1.0000 1.0000 0.010000 (| 0.0100 USD Bid Q
spreadsheet to provide
pricing.

At any point in the bid response process you may save an in-progress bid and resume completion at later fime. When your bid response is complete, submit for consideration.

Submit Bid Save for Later Validate Eniries

15. Click the View, Edit or Copy from Saved Bids hypertext.

Event Details Welcome, State of Tennessee
User: TH@O0000000J5
Information On Inquiry Options: Bidding Shortcuts: View Event Activity

Review/Bid on Event l\.l'iew Edit or Copy from Saved Bids l

Event Name Fire Truck
Event ID 32101-0000010539
Event Format/Type Sell Event RFx
Event Round 1
Event Version 2

Event Start Date 05/21/2018 3:00AM CDT
Event End Date: 0710/2018 02:00 PM CDT
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16. When your saved bids page appears, choose the bid that you want to finish and submit. Once the
bid page appears, follow the instructions above based on where you left off.

View, Edit or copy from Saved Bids

Event Name Fire Truck
Event ID 32101-0000010539
Event Format/Type Sell Event RFx

Event Start Date 05/21/2018 8:00AM CDT

Welcome, Staie of Tennessee
User: TN@O00000000JS

Event Round 1

Event Version 2
Multiple Bids Allowed

Event End Date: 07/10/2018 02:00 PM CDT Currency: US Dollar

Bids P [ First 4/ 1:20f2 (b Last
BidID Round Version Bid Status et Bid Last Saved
1 1 2 Paosted Posted 06/05/2018 3:38PM CDT View/Edit  Copy Cancel
2 1 2 Saved Posted 06/122018 2:50PM CDT View/Edit Copy Cancel

Return to Event Search

17. Once your bid has been successfully submitted, a Bid Confirmation message will appear with
pertinent information. Please keep this for your records and proof of your bid submission.

Bid Confirmation

Your bid has been successiully submitted.
BidID 1
EventID 0000010544
Event Format Sell Event
Start Date 06/01/2018 11:55AM CDT

Bid Date 06/04/2013 3:24.04PM CDT

SWC 172 Facility Fire, Security, Life Safety Re-ad
Round 1 Version 1
End Date 06/19/2018 02:00 PM CDT

Your Total Price 0.01 UsSD

Copy Bid

**Note: You may click the Copy Bid button to print your bid or to enter additional or revised bids prior to

the solicitation due date.
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